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PSD FINANCIAL REPORTS 
GENERATORF-10-6 REPORT MAG 

MEDIA FILE GENERATOR 
 

DESCRIPTION 
The MUNIS Professional Financial Report Generator produces two magnetic media files 
of employee information. The following document is the instructions for working with 
the new “Financial Reports” menu item added to your State of Kentucky menu.  The 
programs and forms for the prkyrpts program are generated when running the report. 
 
The user enters the fiscal year of the reports and the sort option desired.  Once “O”utput 
is selected two reports are created at once.  You may opt to Print, Display or Spool.   
 
Documentation needed by the Educational Professional Standard Board is generated 
with the first report.  However, for FY 2003, all of the information for EPSB is to be 
pulled from the STI system.  This file is no longer needed. 
 
When Spooling, the prompt will display the default spool name of “prkyrpts.001”.    
Following is the naming convention for the files if spooled, with “DDD” being the 
District Number of the district generating the reports, and “XXX” referencing the number 
of report generations, numbered sequentially: 

f106DDD.XXX F-10-6 SALARY SCHEDULE SUMMARY REPORT 
(USED FOR PRINTING ONLY) 

 kyf106mg.XXX   F-10-6 SALARY SCHEDULE MAG MEDIA FILE 
(FILE KYTRANSFERRED to the KDE) 

 terryDDD.XXX KENTUCKY LEAD EMPLOYEES  (copy to diskette) 
 
NOTE:  THE TERRYDDD.XXX FILE is not longer needed.  THE 

KENTUCKY F-10-6 REPORT IS STRICTLY A SUMMARY OF 
THE COMPLETED PSD REPORT/MAG MEDIA…….DO NOT 
PRINT THE F-10-6 REPORT UNTIL THE PSD IS COMPLETE.  
THE “F-10-6 REPORT” CAN ALSO BE GENERATED FROM THE 
PSD REPORT RING MENU AS “KY-Reports”.   

 
This F-10-6 Summary Report is generated when PRINT is selected as the OUTPUT 
(press O or select the print icon.).  A magnetic media file has been added to the 
generation procedures so that this F-10-6 can be sent to KDE along with the PSD and 
CSD files.   See KYTRANSFER documentation for instructions on sending the 
magnetic F-10-6 report.   
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To Spool the Kentucky Financial Reports, Select: 
B) PAYROLL & PERSONNEL 

F) Retirement & State-Specific 
B) State of Kentucky 

M) Financial Reports 
The following screen is displayed:  

KDE FINANCIAL REPORTS 
Action:   Define  Output  Exit                                           
Define the options for 'Output'.                                         
                                                                         
¦         Kentucky Reports                                              
¦         ----------------                                               
                                                                         
¦         Fiscal Year  [2002]                                           
                                                                         
¦         Sort Option  [1]  SSN                                          
                                                                         
                                                                         
                                                                        
                                                                         
                                                                         
        

 
2. Select Define from the Ring Menu. 

3. Enter the Current Fiscal Year 

4. Enter the Sort Option (default is by Social Security Number)   
5. Select Output from the Ring Menu and Spool the report.  

 

CHECKLIST FOR GENERATING THE F-10-6 SALARY 
SCHEDULE SUMMARY. 

1.  Perform the required procedures for PSD Reporting: 

• Verify the accuracy of the information in the PSD files.   

• Verify that all employee records in the PSD file have at least one object 
code 0110 in the file.  CLAS employees are not to be assigned to Job 
Class Codes that are to be used for CERT employees.  (5000 – 5999 
Summary Class is only for CERT employees) 

• Verify there are no Substitute Teachers (SUBS) in the PSD files.  There 
should not be an employee on the PSD file with a Summary Class code of 
2099.  Student Employees (STDT), Board Members (BRDM), and Para-
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Professionals (PARA) would not be reported in the PSD file.  If these 
employees are in the file, they are incorrectly coded to the CERT 
Group/BU code.  Employee Master records, Job Pay records and PSD 
records must be corrected prior to submission of files. 

• Execute and Output by Printing the Financial Reports and Spooling the 
Financial Reports. 

Please contact the MUNIS Help Desk at 800-722-4908 for telephone support in 
generating the MUNIS PSD Financial Reports. 
 

Spooling the F-10-6 Salary Schedule MAG MEDIA FILE 

NOTE:   This file is merely a summary of the PSD Report/Mag Media file found on 
the State of Kentucky Payroll Main Menu.  Verify the PSD Report prior to printing. 

To SPOOL the Kentucky Financial Reports (F-10-6), Select: 
B) PAYROLL & PERSONNEL 

F) Retirement & State-Specific 
B) State of Kentucky 

M) Financial Reports 
The following screen is displayed:  

KDE FINANCIAL REPORTS 
Action:   Define  Output  Exit                                           
Define the options for 'Output'.                                         
                                                                         
¦         Kentucky Reports                                              
¦         ----------------                                               
                                                                         
¦         Fiscal Year  [2002]                                           
                                                                         
¦         Sort Option  [1]  SSN                                          
        

 
2. Select Define from the Ring Menu. 

3. Enter the Fiscal Year 

4. Enter the Sort Option (default is by Social Security Number)   
5. Do not change the default name of the files that are being generated.   
6. Select Output from the Ring Menu and Spool the F-10-6 report and file that are 

created from the “generate.” 
7. Select Output from the Ring Menu a second time, and Print the report.  
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The F-10-6 Summary Report is a summary of the information compiled in the PSD file.  
KDE is to receive each school district’s mag-media file using KYTRANSFER  (SEE 
OSA-10 v.10) 
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